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INTRODUCTION 
Welcome to Cruz Construction Co., Inc. This employee handbook is intended to serve as a guide 

to provide employees with an overview of the company’s policies, procedures and benefits. Please 

review and follow the provisions of this handbook while employed by Cruz Construction Co., Inc. 

This document is not an employment contract. Cruz Construction Co., Inc. reserves the right to 

make changes to this Employee Handbook, including changes to policies, procedures and benefits at 

any time, and without prior notice to employees. 

 

All employees are required to read, date and sign the Employee Handbook acknowledgment 

statement. This signed statement will become a permanent part of your employee personnel record. 

Signature of this document is an acknowledgement on your part that you have read and understand 

the policies set forth in this handbook. 

 

COMPANY BACKGROUND 
Cruz Construction Co. Inc. is a third generation, family-owned excavation, sitework and paving 

company. Cruz Construction has been providing civil construction services and materials to private 

companies and owners since 1996. This generally includes grading, excavation, construction and 

installation of septic tanks and filtration systems, driveways and other utilities. 

 

The goal of Cruz Construction Co., Inc. is to provide the highest level of quality, service and 

integrity. Through good customer service, we create value for our customers and prospective clients 

with a commitment to quality. We intend to maintain and further develop our reputation for 

providing the highest quality of services possible. 

 

EMPLOYMENT POLICY 
Cruz Construction Co., Inc. wants to maintain its position as an outstanding customer service 

organization in the United States and worldwide, and to grow and improve along the way. Each 

Cruz Construction Co., Inc. employee is our front-line public relations representative, and can play 

a major role in the company’s success. OUR success is YOUR success. We value our employees and 

respect the jobs that they perform. We always expect professional conduct by our employees. A 

pleasant and professional attitude is always contagious and makes any job easier and more 

rewarding. Cruz Construction Co., Inc. desires to have a long and mutually beneficial relationship 

with its employees, and we strive to provide an enriched work experience for each of our employees. 

Our relationship is, and will always be, voluntary or "at will". You are free to resign at any time and 

similarly, the company is free to conclude your employment at any time. 

 

AFFIRMATIVE ACTION/EQUAL OPPORTUNITY EMPLOYER 
Cruz Construction Co., Inc. is committed to seek, recruit, and employ men and women whom we 

believe can make a valuable contribution to our company. It is our policy not to discriminate against 

any applicant or employee for employment or advancement on the basis of race, national origin, 

religion, sex, marital status, veteran status, age, or physical handicap. Our policy is based on 

necessity to comply with state and federal laws, and our commitment to providing equal opportunity. 

 

 

 

HIRING EMPLOYEES 
Employees are required to fill out a written application for employment on approved forms. An 
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applicant for employment may be required to furnish references which may be checked for past 

performance, character and reputation. A false statement on an application may be grounds for 

immediate termination, regardless of when the false statement is discovered. 

 

SMOKE FREE WORKPLACE 
We have designated all indoor areas as smoke-free; therefore, smoking is allowed only in 

designated outside areas of Cruz Construction. There is no smoking allowed in the warehouse 

and/or office areas (on both levels).  

 

EMPLOYMENT/CONFIDENTIALITY AGREEMENT 
Cruz Construction has an excellent reputation for conducting its business activities with honesty, 

fairness, and in accordance with the highest ethical standards. As an employee, you enjoy the 

benefits of that reputation and are obligated to uphold it. 

 

Information is an asset of our company and, as such, steps will be taken to protect it from 

unauthorized access, modification, reproduction, destruction or disclosure (written, verbal or 

electronic transmittal), whether accidental or intentional. This includes, but is not limited to, any 

information processed by hand, personal computer, laptop or other electronic devices utilized in 

Cruz Construction’s operations, and maintained in hard copy files, storage or electronic devices 

and services. 

 

Protecting our company’s and customer information is the responsibility of every employee and we 

all share a common interest in making sure it is not improperly or accidentally disclosed. Do not 

discuss our company’s confidential business or information or any customer information with any 

unauthorized persons or any person outside of the Company and make every effort to keep such 

information secure and confidential. 

 

As trusted employees of Cruz Construction Co., Inc., you acknowledge that customer and client 

lists, customer information, documents, business data, and proprietary information are valuable 

assets of our company. You agree that you will not, at any time, for any reason, disclose or use any 

of our confidential information, trade secrets, customer lists, customer information, etc. unless 

specifically authorized to do so, and you further agree not to discuss or disclose such information to 

anyone outside of our company. Violations of this policy may result in severe disciplinary action 

and/or legal action.  This confidentiality requirement applies to all current employees as well as to all 

employees for a two (2) year period following the termination of their employment.  In the case of 

trade secrets, former employees may not misappropriate, use, or divulge the trade secrets indefinitely 

following their termination of employment. 

 

INTRODUCTORY PERIOD, DATE OF HIRE AND ANNIVERSARY DATE 
New employees are placed on a ninety (90) day introductory/probationary period. During this time, 

new employees and the company will have an opportunity to evaluate one another and the 

employee’s compatibility, and ability and interest in the job. Employment may be terminated at any 

time, with or without cause, during or after this period, should the employee or the company deem 

such termination necessary or appropriate. At the option of Cruz Construction Co., Inc., 

introductory/probationary periods can be extended to help both parties decide whether ongoing 

employment in a particular position is desirable, or they can be reduced if the company assesses that 

the employee will be a successful new member of the Cruz Construction Co., Inc. team. Upon 

successful completion of the 90-day introductory/probationary period, the employee will be 
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considered a regular employee of the company. An employee’s annual anniversary date will be 

established on the date that they complete their 90-day probationary period. At the discretion of 

Cruz Construction Co., Inc., employees hired through personnel, employment or temporary 

agencies may complete their introductory/probationary period while working for the agency. 

 

CLASSIFICATION OF EMPLOYMENT 
Salaried (Exempt) Employees: Salaried employees are regular, full-time employees who are paid a 

base monthly salary. Salaried employees are not paid over-time for hours worked in excess of forty 

hours per week.  

 

Hourly (Non-Exempt) Full-Time Employees: A full-time, hourly employee is defined as any 

hourly employee who is regularly scheduled to work at least thirty (30) hours or more per week.  

 

Hourly Part-Time/Temporary/On-Call/Seasonal (Non-Exempt) Employees: An employee in this 

category is defined as any employee who is regularly scheduled to work less than thirty (30) hours 

per week, or is hired on a temporary, on-call, or seasonal basis.  

 

TIMECARDS AND COMPENSATION 
Our pay period starts on Monday and ends on Sunday.  Timecards are due by the Monday of 

the following week by 9am. Pay periods are weekly and pay is Friday following the pay period. 

Employees have the option of using the direct deposit method of receiving compensation and 

have their paystub emailed to them or have a paycheck available for pick up at the warehouse on 

Friday’s. (See Direct Deposit form attached.)  

Please review your paycheck for errors. If you find a mistake, report it to Human Resources 

immediately. They will assist you in taking the steps necessary to correct the error. 
 

Employee Timekeeping 

Unless otherwise notified, each employee is required by federal and state law and by Cruz 

Construction to keep an accurate record of his or her hours worked each day and each week. 

Typically, nonexempt employees are required to keep a timecard. We expect you to record all 

time that you work for us on a Cruz Construction approved timecards.  

Timecards will be submitted to your supervisor Monday for approval. Falsifying one's timecard, 

or that of another, may be grounds for immediate dismissal. 

 

OVER-TIME (HOURLY/NON-EXEMPT EMPLOYEES ONLY) 
Over-time consists of any hours worked in excess of forty hours in one work week. Over-time will 

be paid at 1.5 times the employee's applicable rate per hour. Salaried employees are not eligible for 

over-time pay and will be paid their normal base salary rate regardless of the number of hours 

worked. 

 

 

REST AND MEAL PERIODS 
Nevada state law requires that employers allow hourly employees to take a minimum of thirty 

minutes up to a sixty-minute lunch break, at their own expense, during an eight-hour shift. It also 

requires that employees take a 10-minute break with pay after four hours of consecutive work during 

an eight-hour work period. 
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DRUG AND/OR ALCOHOL TESTING  
Cruz Construction Co., Inc may require any employee to take pre-employment drug and/or 

alcohol tests.  We may also request that a drug and/or alcohol test be performed on any employee 

at any time during your employment with us.   

 

Commercial Driver DOT drug testing guidelines and policy are covered in the Fleet Safety 

Manual.  

 

In addition, the following employees are covered under the DOT Testing Regulation 49 CFR 

Part 40: 

 

49 CFR Party 199: Gas line/Safety Sensitive (Pipeline and Hazardous Materials Safety 

Administration) (PHMSA): A person who performs on a pipeline or liquefied natural gas (LNG) 

facility an operation, maintenance, or emergency response function (i.e. Gas Line installation).  

 

Our preferred vendor for testing is Nevada Occupational Health Center, 3488 Goni Road, #141, 

Carson City.  You are required to go only to the above referenced facility so they can track your 

initial and continuing health reports.  No physicals or testing will be accepted from any other 

health facility and you will not be able to return to work until NVOHC performs the required 

tests.   Any other testing required and/or needed, must be pre-approved by Cruz Construction 

prior to your visit.   

 

DRUG/ALCOHOL POLICY 
When may employees be tested?  

• Pre-Employment 

• Reasonable Suspicion/ Cause 

• Random (Either by Cruz Construction’s request or for Commercial Drivers/Pipeline (Gas 

line) Safety Sensitive employees whose names are randomly drawn by Sinnett 

Consulting, who is contracted with Cruz Construction and is a random consortium 

management program).  

• Post-Accident 

 

Pre-Employment  

As a new hire, you may be required to submit to drug and/or alcohol testing.  Only after we 

receive a negative drug and/or alcohol test result, may you begin your employment with us.  

 

Reasonable Suspicion/Cause 

You will be required to submit to drug and/or alcohol testing that a supervisor requests based on 

reasonable suspicion. Reasonable suspicion will be based on observations concerning your 

appearance, behavior, speech and smell that are usually associated with drug use.  

 

 

Random 

You are subject to unannounced random drug and/or alcohol testing.  Just prior to the testing 

event, you will be notified of your selection and provided enough time to report to the testing 

location (NVOHC).  Failure to show for a test or interfering with the testing process can be 
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considered a refusal and may result in your termination from employment with Cruz 

Construction.   

 

Return to Duty  

If you are involved in an event (accident, crash, etc..), a post-accident drug and/or alcohol testing 

will be required.  You are not permitted to refuse this testing.  In addition, safety-sensitive 

employees (i.e. Truck drivers, Pipeline operators) are obligated by law to submit to and 

cooperate in drug and/or alcohol testing mandated by the DOT regulations.  

 

BACKGROUND CHECKS 
To ensure that individuals who join Cruz Construction are well qualified and to ensure that our 

company maintains a safe and productive work environment, we may conduct pre-employment 

background checks on all applicants who accept an offer of employment. Background checks 

may include verification of any information on the applicant’s resume or application form.  

 

DMV & DRIVING RECORDS 

Driver’s License and Motor Vehicle Record Inquiry 

All employees who drive personal and/or company vehicles and equipment must have a current, 

valid driver’s license at all times during their employment with Cruz Construction.  You must 

be at least the age of 21 with two years of driving experience. 

 

You are required to sign an authorization and consent form for us to obtain copies of your 

driving and other employment and criminal records to meet our business needs during the pre-

employment process.  

 

At the start of employment, Cruz Construction will obtain a copy of any employee’s motor 

vehicle driving record and will pull your driving record annually thereafter and we reserve the 

right to pull your driving record at any other time during your employment. 

 

As per DOT regulations, at the start of employment, and annually thereafter, we will pull the 

driving record for all truck drivers (Commercial Drivers) for the previous three (3) year period 

All truck drivers will be required to complete an Annual form advising us if you have received 

any traffic violations within the previous year. In addition, we reserve the right to pull your 

driving record at any other time during your employment. 

 

Driving a company vehicle without a valid license or with: 1) More than three minor citations 

within three years, 2) Two minor citations and one at fault accident within three years, 3) Major 

citation within five years (i.e. DUI, Reckless Driving, etc..), and/or 4) Suspended, revoked or 

expired license, could result in you losing the right to drive any Cruz Construction vehicle or 

machinery and/or could result in the loss of your employment with our company. **Note:  All 

Accidents are considered “at-fault” unless evidence to the contrary is submitted.  

 

Employees who receive a moving violation or whose licenses are suspended at any time during 

your employment with Cruz Construction, must notify their department manager immediately. 
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OPERATING A VEHICLE ON BEHALF OF THE COMPANY 
1. Seat belts must be worn at all times by the driver and his passengers.  

2. Cell phones can only be used in hands-free mode or while parked in a company vehicle.  

3. Texting is not allowed while driving a company vehicle.  

4. Smoking is not allowed by the driver and passengers in any Cruz Construction owned 

vehicle.  

5. Company vehicle is not to be driven while under the influence of alcohol or illegal drugs. 

6. Possession, transportation or consumption of alcohol or illegal drugs by anyone in the 

vehicle is not allowed. 

7. No Cruz Construction vehicle will be allowed to travel outside the United States (i.e. 

Mexico).  

8. Driving is restricted to the Cruz Construction employee only. Relatives or anyone who is 

not previously authorized to drive a company owned vehicle are not allowed to drive any 

Cruz Construction vehicle or equipment, at any time. 

9. Employees are responsible for any driving or parking citations while conducting Cruz 

Construction related business.  

10. Employees who use their personal vehicles for Cruz Construction related business, are 

responsible to ensure that their vehicle is legally registered and insured and maintained in a 

safe operating condition.  

11. Cruz Construction does not have insurance to cover damages to personal automobiles. 

12. If you are issued a ticket or arrested for violating traffic laws while driving a company 

vehicle or driving your personal vehicle on company business, you must report it at once to 

your supervisor.  

13. If part or your entire job requires you to drive a vehicle on company business, any traffic 

arrest or citation you receive may jeopardize the company's comprehensive and liability 

insurance coverage. Your driver's license status and ability to secure vehicular insurance may 

also be jeopardized.  

14. If this situation occurs, the company will no longer permit you to drive a company vehicle 

and could lead to termination.  

 

Cruz Construction Co., Inc., its officers and/or supervisors will not be responsible for privately 

owned vehicles under any condition. All Federal, State and County regulations must always be 

followed.  

 

USING A COMPANY VEHICLE FOR PERSONAL USE (DURING NON-

WORKING HOURS) 
 

Cruz Construction Co., Inc. does not assume any liability for bodily injuries or property 

damage the employee may become personally obligated to pay arising out of any incident 

occurring in connection to the operation of a company vehicle for personal use.  Our insurance 

company may request your personal automobile insurance information to subrogate any property 

damage claims. 

 

EMPLOYEE TRAINING AND REIMBURSEMENT 
Cruz Construction Co., Inc. may require that you attend training programs in order to further 

your knowledge of the industry. The Company will cover the usual costs to attend training 

sessions. Please bring to the attention of your Supervisor or Human Resources, courses you 
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believe would improve your job skills, and we will try to accommodate your requests. 

 

OSHA REQUIRED COURSE  
All new employees are required to take an OSHA ten (10) hour class prior to starting work 

for Cruz Construction.  If a new employee already has an OSHA card, it must be dated after 

June 10, 2015; if it is not, the employee will be required to take another OSHA ten (10) hour 

course prior to starting work.   

 

CERTIFICATION, LICENSING AND OTHER REQUIRMENTS 
It is the responsibility of the employee to maintain all necessary qualifications for certification 

and/or renewal of certification. Required Drug and/or Alcohol Testing and/or Physicals will be 

required and paid by Cruz Construction Co., Inc. to maintain any certifications and/or licensing 

related to your employment. Any change with any certification status in any state or other 

certifying authority must be reported immediately to your Supervisor. If, for any reason, an 

employee required to maintain a professional certification by Cruz Construction cannot 

maintain his/her professional certification, he/she may be required to do other work in the 

company, if available, until the certification issues are resolved.  

 

PERFORMANCE EVALUATIONS 

Employees are given performance evaluations once per year on or near their annual employment 

anniversary date, and may be given evaluations more frequently, if necessary. Evaluations are used 

to determine job performance, potential pay increases, promotions, and to set performance goals. 

HOLIDAYS 

Cruz Construction Co., Inc. offices will be closed in observation of the following holidays: 

➢ New Year’s Day 

➢ Memorial Day 

➢ Independence Day 

➢ Labor Day 

➢ Thanksgiving Day and the day after Thanksgiving 

➢ Christmas Day 

Salaried, exempt employees who have satisfied their 90-day probationary period are eligible for 

holiday pay. Probationary employees and all employees who are not classified as nonexempt are not 

eligible for holiday pay but may take these designated days off without pay. Additional holidays may 

be specified at the company’s discretion. 

 

 

BENEFITS 
401(k) or ROTH IRA Plan 

Cruz Construction Co., Inc. offers a voluntary pretax or post tax salary reduction plan in which 

regular full-time and regular part-time employees (scheduled for and working a minimum of 30 

hours per week), who are 21 years of age or older, may elect to participate.  Further details about 

the Plan policy and eligibility details may be obtained from the Human Resources and/or the 

Plan document. 
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Medical/Dental 

Cruz Construction Co., Inc. offers medical and dental insurance to all full-time employees 

working thirty (30) hours or more on a regular and consistent basis. Cruz Construction will pay 

60% of all employee premiums; the employee is responsible for the remaining 40% for their 

individual insurance. There is an option to cover the employee’s dependents, but the employee 

shall pay 100% of each dependent’s premiums. Premiums will be deducted from your paycheck 

on a weekly basis. Details of the plans may be found in the Benefit Booklet.  

 

Waiting Period 

Full-time employees are eligible to participate in the various insurance programs offered by 

Cruz Construction Co., Inc. on their first day of the month following sixty (60) days of 

employment. Periodically there will be an Open Enrollment period. If you decline to participate 

in these programs on your initial eligibility date, you may request entry into the plan during 

Open Enrollment or Qualifying Event (described below).  

 

Open Enrollment 

The Open Enrollment period allows employees to add or change their benefits coverage. Contact 

Human Resources department for open enrollment dates and procedures.  

 

Qualifying Event 

A “qualifying event,” such as certain life status changes--marriage, birth or adoption of a child or 

involuntary loss of medical and/or dental coverage, etc.-- may allow entry into a plan as long as 

application for coverage is made within thirty (30) days of the qualifying event. For specific 

details regarding Special Enrollment, please refer to your Summary Plan Description.  

 

Note: Benefits, policies and rules set forth in this employee handbook are subject to change at any 

time and without notice. 

 

HARASSMENT 
We do not tolerate harassment of any of our employees, customers or clients, vendors, or 

suppliers. Any form of harassment which violates federal, state or local law, including, but not 

limited to harassment related to an individual's race, religion, color, sex, creed, national origin, 

ancestry, citizenship status, uniformed service member status, marital status, pregnancy, age, 

medical condition (cancer related or HIV/AIDS related), or disability is a violation of this policy 

and will be treated as a disciplinary matter. For these purposes the term "harassment," includes 

slurs and any other offensive remarks, jokes, other verbal, graphic, or physical conduct.  

 

Any employee who believes he or she is being harassed should report it immediately to his or her 

supervisor or, if for any reason that action seems inappropriate, report it immediately to another 

member of management.  

 

SOLICITATIONS AND DISTRIBUTION 
It is the policy of Cruz Construction Co., Inc. to promote and provide a solicitation-free 

environment; therefore, solicitation of any type by employees during normal business hours is 

prohibited. This includes distribution of non-work-related literature and/or verbal solicitations. 

Violation of the above policy will result in immediate disciplinary action, up to and including 

termination of employment. 
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OUTSIDE EMPLOYMENT 
Your employment with Cruz Construction Co., Inc. should be a priority, however we recognize 

that some individuals need to work more than one job. If you have a second job, please adhere to the 

following rules: 

 

➢ Inform your supervisor immediately if you get a second job and keep management advised 

as to the status of that job and the amount of work time involved. 

➢ Under no circumstances may an employee perform tasks for a second job, during Cruz 

Construction Co., Inc. business hours. 

➢ No company owned equipment or tools may be used or borrowed.  

➢ An employee is not permitted to continue employment with Cruz Construction Co., Inc. if 

a second job is for a competitor, where a conflict of interest may arise, or where the other job 

or jobs have an adverse effect upon your job performance at Cruz Construction Co., Inc. 

 
 

COMPANY ASSESTS (INCLUDING MISUSE OR NEGLECT) 
When using company property, please exercise care, perform required maintenance, and follow 

all operating instructions, safety standards, and company guidelines. 

Cruz Construction Co., Inc. will not tolerate abuse and/or neglect of company vehicles, tools 

and/or equipment. Any improper treatment or use of equipment which creates maintenance 

expense beyond normal wear may require employee reimbursement and may be deducted from 

employees’ paycheck, including loss of equipment and/or tools.  

Cruz Construction Co., Inc property may NOT be removed from the premises without the 

PRIOR authorization of management.  

 

SAFETY 
All employees are responsible for performing their work in a safe and orderly manner. Everyone is 

expected to obey all safety rules. Promptly report all safety hazards and accidents to your immediate 

supervisor. Employee injuries that occur on the job are covered by Worker's Compensation 

insurance. If an employee sustains an injury while at work, the employee or his/her supervisor must 

file a claim and/or complete accident form within seven working days of the incident. Failure to do 

so may result in the claim and coverage being rejected. 

 

WORK-RELATED INJURY 
Our company has instituted employee safety plans and has stated goals of zero accidents on the job. 

If you should have an injury while performing a job function, the following procedures should be 

followed: 

It is mandatory to tell your supervisor about your injury.   

In order to ensure that your medical treatment will be paid by the workers’ compensation insurance 

carrier, you are required to select from one of the health care providers listed on the Company’s 

“NOTICE TO EMPLOYEES IN CASE OF WORK-RELATED INJURIES” that is provided to you 

at initial employment and will be reissued to you in the event of an accident. A copy of this notice is 

also posted on the posters in the warehouse.  
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SUGGESTIONS / GRIEVANCES 
Cruz Construction Co., Inc. strives to have the best management team and staff available, as well 

as utilize the best methods, systems, working tools, conditions, and personnel policies known to our 

industry, and we are also aware that there may be better and less costly methods of implementation. 

Therefore, we maintain an open mind and welcome ideas for improvement of means, methods, or 

policies. Suggestions are invited and encouraged. If you have a suggestion, please submit it to your 

immediate supervisor, or, in their absence, to any member of the management staff. 

 

If you have a grievance, submit it to your immediate supervisor. If you are not satisfied with your 

supervisor's response, discuss your complaint with someone at a higher level of management. 

 

RULES OF CONDUCT 
Every organization operates by certain standards of conduct. In order for employees to have a readily 

available reference concerning rules of conduct, listed below are the most important work rules of 

conduct at Cruz Construction Co., Inc. These rules are presented to minimize the likelihood of any 

employee, through misunderstanding or otherwise, becoming subject to disciplinary action. Every 

employee of Cruz Construction Co., Inc. must conform to these standards of conduct. The work 

rules listed herein are not meant to be all-inclusive, but are merely illustrative of the kinds of 

misconduct, which will not be tolerated. Accordingly, the absence of any rule shall not restrict the 

right of Cruz Construction Co., Inc. to carry out its function to otherwise manage, direct or 

discipline its employees. 

 

At the company's sole discretion, misconduct by an employee will be handled on a progressive 

disciplinary basis, which may include oral warning followed by written warning followed by 

discharge. Depending upon the circumstances, an employee may receive more than one oral warning 

before a written warning is issued or may receive more than one written warning before termination 

occurs. By the same token, there could be cases where termination will occur immediately without 

any prior oral or written warning. However, the fact that a progressive form of discipline is possible 

does not mean it will be followed in every instance. The company reserves the right to conclude your 

employment "at will" at any time it believes it is in the company's best interest to do so. 

 

Our policy is not intended to be arbitrary. Common sense is, and will be, the guiding factor. Cruz 

Construction Co., Inc. will make a reasonable effort to be consistent in its discipline and attempt to 

treat everyone with similar circumstances in the same way. The disciplinary process used to maintain 

company standards of conduct may be determined based on the facts of individual cases. Each case 

may be considered in light of: 

a. The employee's length of service and employment record. 

b. The seriousness of the incident and its circumstances. 

c. The nature of any previous incidents and when they occurred. 

d. Mitigating circumstances. 

e. How similar cases were handled. 

Violation of any of the following rules of conduct normally would result in waiving the progressive 

procedure and immediate dismissal of the employee(s) involved. 

 

1) Falsifying personal or work records, including the employment application and any 

accompanying data; 

2) Misappropriation or unauthorized divulgence of confidential company records. 

3) Being at work under the influence of intoxicants or drugs, or the use, possession or sale of 
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such substances while on the premises. 

4) Use of intoxicants or drugs while on-assignment is further prohibited and will result in 

immediate dismissal. 

5) Challenging someone to a fight; provoking a fight; threatening to physically injure or 

intimidate someone; engaging in assault or battery as defined in any state law. 

6) Willfully refusing to carry out a reasonable request of a supervisor. 

8) Violation of the Safety and Driving Procedures while operating a vehicle on company 

business, in a manner which does or does not cause: 

▪ Damage to the vehicle or to the vehicle of another  

▪ Personal injury or death 

9) Action or inaction, which endangers the health or safety of others, or results in injury or 

death. 

10) Making disparaging remarks about the company, its facilities or personnel, or the services or 

products it provides. 

11) General rudeness or insolence. 

12) Engaging in any conduct which, when revealed, may: 

▪ Reflect unfavorably upon the company's reputation, goodwill or standing. 

▪ Adversely affect the company's current business or future business 

13) Harassment. 

14) Theft, unauthorized removal, use of, or misappropriation of company property or another 

employee's property. 

15) Defacing, damaging, destroying or abusing company property, or another employee's 

personal property, tools or equipment. 

16) Failing to follow company rules or policies, or failing to exercise due care in the transport, 

record keeping or safeguarding of all forms of assets in the care and custody of the company, 

including company funds and records. 

17) Operating or using any company equipment other than for specific job-related or pre-

authorized functions and other than in accordance with accepted procedure or practice. 

18) Conviction for or pleading guilty to violation of any criminal statute or code, whether or not 

such a crime is committed against the company, any of its employees or against anyone else 

when, in the opinion of the company such conviction or guilty plea is reasonably related to 

the nature of the work such employee performs and continued employment could seriously 

jeopardize the business interest of the company. 

20) Unsatisfactory work performance. Failure or inability to perform, follow or carry out job 

requirements or other instructions or assignments from your supervisor. 

21) Violating rules pertaining to safety, fire or sanitation. 

22) Violation of the company's "no solicitation" rule. 

23) Repeated absence/tardiness; unauthorized departure. 

24) Unauthorized tampering with any company machine, device, controls or other equipment. 

25) Permitting unauthorized persons in areas where they customarily are not permitted to be 

without advance approval of management. 
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26) Being on the premises other than your scheduled work hours or other work time without 

authorization or for unauthorized business. 

LAY-OFFS 
Severe weather is to be expected during certain months of the year. Based on the nature of our 

business and depending on your position with the company, you may be laid off during the 

months of severe weather.  Cruz Construction Co., Inc. management will make the decision as 

to whether an employee or employees will be laid-off.  

 

RESIGNATION/SEPARATION 
The State of Nevada is a “right-to-work” state. You are free to leave the company at any time, 

without notice, however, as a professional courtesy; Cruz Construction Co., Inc. appreciates being 

given a minimum of two weeks’ notice prior to the date of your departure. This will allow us time to 

seek a replacement.  

 

Separating employee must return all Cruz Construction Co., Inc. property prior to or at the 

time of separation. This includes but is not limited to any company proprietary data, keys, cell 

phones, gas cards, and any tools/equipment. Failure to return items may result in deduction 

from final paycheck/escalation to local authorities for assumed stolen property.  

 

 
 

 


